. |Career and Technical Education
Data Entry — Spring Collection

This guide is designed to provide direction on how to enter student
Career and Technical Education (CTE) data for the Spring CTE
Collection.

Students who are enrolled in grade 12
during the 09-10 school year and have
completed at least 3 credits (6 semesters)
of CTE coursework should be designated as
CTE Concentrators and have the Area of
Concentration entered.

This data is collected as part of a district’s
Carl Perkins grant requirement.

Students may have earned their CTE credits
at another high school. It may be
necessary to review transcripts for prior
coursework.
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DIRECT ENTRY INSTRUCTIONS

Select Year 09-10 and a index |“Search [[Help

ear|09-10 | School | Jefferson High School | )

Search fora

You may search school-wide.

- Search for a record being tracked in Campus by using search fields or by selecting a Saved Fiter. If you have created a Saved Fiter and do not ses it
H | g SC 0O0l. Student b Filter was created for a context oiher than the current (Example: A student filler cannot be applied to a Census Person Search)

I
{ adv: )
\ Advanced Search - )

Student Search

Click on the Search tab. Dy

Search for a: Student. e Nt

First Name Select grade 12

12 Adcock, Cameran J
Student Number

12 Aragon, Ezperanza 55 —
1 12 Arndt (Ungles), Jabi ~
Click Advanced Search. G Gt v
12 Banana, Barb # .
12 Barnes, Amanda
12 Bautista, Avery Gender ~
12 Begin, Clayton A StatelD
Select Grade 12 from 7 bt pron

Student Search. EHrd

12 Berberet, Bethany M Locker Mumber

Saved Filters

£l copy of Special Ed
{2l FRL active today
£l LEP students active today

{2 specialed

Team v
12 Brady, Tom Special Ed
12 Brown, Danni Jo R #
12 Brzezinsk, J Status. v
. 12 Carter, Stacy L Setting 3
Click Search. e st
e
12 Crook-Klee, Mol w
12 Dahl, Morgan
Select the student from
ear | 09-10 * | School | Jefferson High School | v .
Index | Search Help Hoover, Herbert the ||St on the Ieft
Search for a Grade:12 #120001 DOB.08/20/1992 GenderM
Stadent = = + Fieehavior G fon | %ﬂux ports | Records Tr;wnsferj
EL Enrollments hedule | [iAttend P Grades | Tr ipt | Credi H
'P"t";'é"" = ‘@‘ - Click on the Enrollments
Advanced Search »» e
Enrollment Editor tab
12 Gilmore, Sean i1 Edit | Grade Type Calendar Start Date End Date *
12 Godbey, Jaden A #11 3 12 P 09-10 Jefferson High School 08/26/2009
12 Groves, Thomas B 2 rt Status: 06 Transfer from an out of state school
12 Gruener, Russel F o Status:
12 Hartford, Hanna H - Open the grade 12
12 Hecht, Sierra L
12 Hoovgr, Hi
s ﬁj enrollment record by
12 I hev H H H
12 son Doyna 13 clicking on the Edit

notepad icon.

All 12" grade students enrolled in the 09-10 school year that meet the
requirements for a CTE Concentrator should have data entered, even if they are no
longer actively enrolled.
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Optional
Sort By

B | 8 CTE Concentrator
w Concentrator  (Student has earned 3 units of CTE credit (6 semester), and is considered a CTE concentrator.)
—

Student is a Single Parent

Tech Prep Participant Mon Traditional Enrolles

O O O

Area of Concentration Career Path

]

Post Graduation Status

Special Ed Status
Special Ed Setting

[ v
Primary Dizability
[ v

Date Contacted

If the student meets the
criteria for a CTE
Concentrator, check the box
and indicate the Area of
Concentration. A student’s
Area of Concentration is the
program in which the
identifiable majority of the
CTE classes are taken. If
there is no way to determine a
clear majority, only then
should the “blend” option be
used.

If the student has a child or
shares parenting of a child,
check the Student is Single
Parent box.

Click Save. Repeat for all CTE
Concentrators.

2

Scroll down to the CTE
Concentrator section.
Open the section by
clicking on the plus (+)
sign.

Optional
Sort By

CTE Concentrator

Tech Prep Participant

O

Area of Concentration

Check the

Concentrator box

and enter Area of
Concentration.

(Stude

If the student has a
child or shares
parenting of a child,
check the Student is
Single Parent box.

d= earned 3 unitz of CTE credit (8 semester), and is consl

Nen Traditional Enrollee Student is a Single Parent

O

Career Path

| 08: Marketing

3 | v

Post Gr ion Status

Date Contacted

]

Special Ed Status

Special Ed Setting

[ &

|

Primary Disabiity

|

**NEW

Tech Prep Participant and Non
Traditional Enrollee are not
required fields. Districts do not
need to verify if participants
meet these requirements.

The Area of Concentration reflects the courses the student is or has completed,
not necessarily the field or career path they intend to pursue after high school.

Career Path is still not a required field for the 09-10 year. The Area of Concentration is

required for all CTE Concentrators.
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FILE UPLOAD INSTRUCTIONS

Extract the CTE Spring
Collection file from your
Student Information System.

From the Index, select MT
State Reporting/MT Data
Upload.

From Import Type, select
Career and Technical
Education. From Work to
Perform, select Validate and
Test File. Browse for your file
and click Upload.

Check the Import Results
Summary for errors. Make all
necessary corrections.

Return to MT Data Upload and
change the Work to Perform
to Load Partial file. Click
Upload.

Index | Search Help

:gj System Administrator
= (¥ Student Information
[l General
" Heatth
+ [5) Special Ed
% Student Locator
+ |_]| Reports
] @ Ingtruction
] @\ Census
£ < Behavior
=g Health
+] -:Ll:- Attendance
= g Scheduling

# 2% Grading & Standards =g Import Type
——Work to Perform | vajidate and Test File v

+ &Ad Hoc Reporting

# [Z] User Communication
+ m System Administration

(] Food Service
+ ] Messenger
=) ] MT State Reporting

E T Data Upload

[ WT Extracts
[# Account Settings
] Access Log
[@] Log ot

Select an option under “Import Type” to specify which record type you are uploading. If the file you upload contains
more than one type of record, (i.e. SD and EN records) select "Multiple Record Types”.

Select an option under "Work To Perform” to indicate how the file should be processed. There are 3 options:
1. Validate and Test File - Only error checking will be performed on the file. A summary report wil be generated
identifying any errors that were found. No data is imported under this option
2. Load Partial File - Data from the file will add to or update the current student record in the AIM system.
A summary repert will be generated indicating the number of recerds that were inserted or changed. This option
should be used when updating the information on a partial list of students.

Import Options

Career and Technical Education |

o —
i f
Fie ( Juiopa
.
or

Result File o

From the Index tab, select System Administration > Data Utilities > Resync State

Data

4. Make sure the Check Dependencies box is marked.
5. Select the box next to Enroliment
6. Select the Send Resync button at the bottom of the screen.
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— A CTE Spring Collection file
[E | “ear 09-10 |+ |School | Jefferson High School v .
can also be created using MT

() System Administrator

= This tool will extract data to complete several formats of the MT State-defined reporting formats. Choese the State E
'ﬂ"f:‘m;zr:"e‘c:rmm" Format to getthe file in the state defined tab seperated i format, otherwise choose one of the testing/debugging Xt raCtS .
V‘ Healh formats.
(¥l ) Special Ed
4 stugent Locator Extract Options Select Calendars
# [ Reports Wihich calendar(s) would you like to include in the report? F h I d I MT
& g\nslrumiun ‘ﬂdfﬂfﬂwe Career and Technical Education ~ @ actveyear O listby school O list by year rom t e n eX1 Se eCt
@ Census Format - H
o oeraver N e —— State Reporting, MT Extracts.
7§ Health q >
= 4% Attendance Generals Exirac] | —06-40-Lincoln Elementary- —
= g Scheduing h 03-10 Rovsevet 7-8
8 Grading & Standards 09-10 Truman Ekmertary .
5 o Reoring Choose Career and Technical
# (] User Communication
= L System Administration Ed t f th E t t
% ] Food Service ucation 1rom the extrac

& (] Messenger

=) (5 T State Reportig Type and CSV from Format.

[ MT Data Upload

E NT Exdracts
[# Account Settings
[] Access Log

@egor Select the High School and
click Generate Extract.

Enter a “Y” in the CTE Concentrator Field for all CTE Concentrators. If the student
is a single parent, enter a “Y” in column L. Enter the student’s Area of
Concentration. Delete the first three rows and format the District and School
columns (right click, Format Cells, Custom — in the General field enter 000# and
click Enter. Save the file in *.tsv format.

Open the *.tsv file and enter the header row (HD tab Date tab Time tab MT9.1).
Click Save and follow the upload instructions above.

A B C D E F G [T A [ (" M\ N 0 P Q

1 |RecordTyfDate Time Version |

2 |HD 3/1/2010 12:00:00 MT9.1 |

3 |RecordTyp DistrictNumk SchoolNui Calendarl StatelD LocallD  LastName FirstNameCTEConce TechPrepl NonTraditStudentSi AreaOfCo |CareerPat DateConti PostGrad Year

4 |CT 0420 0358 1 52689 120001 Hoover  Herbert Y u | 8 2010
5 CT 0420 0358 1 50264 196 Aamold  Ron Y | 20 2010
6 CT 0420 0358 1 50282 220 Blume Cody Y | 60 2010
7 CT 0420 0358 1 50286 224 BrzezinskiJaegar | 2010
8 |CT 0420 0358 1 50287 225 Bautista Avery | 2010
9 CT 0420 0358 1 50250 231 Charbonn Madison | 2010
10 |CT 0420 0358 1 50380 360 Thornton Denay | 2010
11 |CT 0420 0358 1 50393 382 Wood Tre | 2010
12 [CT 0420 0358 1 50394 384 Woods  Amber | j \ /‘-. /‘ 2010
. pann pncn Pl P T I L TE— T anan

From the Index tab, select System Administration > Data Utilities > Resync State
Data

1. Make sure the Check Dependencies box is marked.

2. Select the box next to Enroliment

3. Select the Send Resync button at the bottom of the screen.
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. Appendix M:
* |Area Of Concentration

CODE NAME DEFINITION
01 | Agriculture The majority of the CTE credits were earned in the study
of Agriculture.
. The majority of the CTE credits were earned in the study
07 Business :
of Business.
20 Family and Consumer The majority of the CTE credits were earned in the study
Sciences of Family and Consumer Sciences.
17 Health Sciences The majority of the CTE credits were earned in the study
of Health Sciences.
08 Marketing The majority of the CTE credits were earned in the study
of Marketing.
21 Technology The majority of the CTE credits were earned in the study
Educ/Industrial Arts of Technology Educational/Industrial Arts.
40 | Trade and Industrial The majority of the CTE credits were earned in the study
of Trade and Industry.
CTE credits were earned in a blend of the other CTE
60 Blend concentrations. *Only used if a majority cannot be
determined.

ALL AREA OF CONCENTRATION CODES REQUIRE ZERO PADDING
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